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Finance Oversee all Purchases



Purchasing Flow Chart

Is the item/service available
from one of your agency’s
current contracts?

No

G

Is the item/service available
from another state agency?

No

G

Is the item/service available
through a State Cooperative
Contracts?

No

¢

Does the individual item(s)
cost less than $1,000?

No

G

Are the individual item(s)
more than $1,000 but less
than $5,000 AND the total
purchase will cost less than
$5,0007?

No

Is the total purchase more
than $5,000 with multiple
vendors available?

| If there is an agency contract in place, purchase directly from it.

1If the item/service is available through one of the following agencies
and it meets the minimum requirement, the agency must purchase
through these mandatory use providers.

State Fleet Operations

Utah Correctional Industries

State Mail and Distribution

Department of Technology Services

State Print Services

RER22

The agency is required to procure through a State Cooperative
Contract, regardless of dollar amount, when the contract offers
products/services that meet the agency’s requirements.

These are small purchases. The agency may select the best source
without seeking competitive quotes. The complete procurement
must total no more than $5,000 with each item in the procurement
costing no more than $1,000. When using this process, the agency
may not spend more than $50,000 in a fiscal year with an individual
vendor. (UCA 63G-6a-408)

The agency shall obtain competitive quotes and purchase the
item/service from supplier offering the lowest quote meeting
specifications.

If all known vendors have been contacted and only one vendor offers
a quote, the purchase is a sole source — proceed to the box below.

Sole
Source

Is the total purchase more than $1,000 with only one
possible vendor?

The ageney must complete a sole source request and submit
it with a quote from the vendor to State Purchasing. A sole
source for a PO must also have an RQS number.

The agency shall enter an RQS (results in a purchase order) or an
ROQM (results in an agency contract). The agency does not collect
quotes. Quotes/bids will be obtained by the Division of Purchasing.
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General Purchasing Rules

Rule #1: Best Price for
Required Product /
Service.

Rule#2: See Rule #1

To ensure that rule #1 is
met all grants must be
selected through a
competitive process.

Only Division of
Purchasing can approve
“Sole Source”. So UDAF
provides grants through a

competitive process (RFP,
Ranking, Bids).

So Simple!







Contracting

follows the application & selection process

ing or Other Competitive Selection Process

ward of Grant by Written Notice (becomes part
contract)

1ibmission of Signed Documents

= Notification of Approval for Work to Begin and
Billing
= Closing of Contract / Grant



Submission of Contract / Grant

pocuments

- = Name & Address as Shown on Most Current Tax
Return

Vendor # (This allows payments & 1099 Statement)
Beginning & Ending Dates

aximum amount of Dollars to be Paid

List of Attachments

= Signatures to Bind Agreements



Division of Finance

Flgs 072007 ﬁ»%%%i Contract &

1. CONTRACTING PARTIES: This contract is between the following Depariment of the State of Utah:
S referred o as STATE, and the following
CONTRACTOR LEGAL STATUS OF CONTRACTOR
pare Soe Propritor Grantee Contact &
N - . For ot Crporstion Tax Reporting Information
Government Department

Federal ID2 endar Number ‘Commodity Coders)
2. GENERAL PURPOSE OF CONTRACT:

Purpose of Grant & Funding
Codes - Grant Name

3. PROCUREMENT: This contract is entered inio as a result of the procurement process on R¥s FY .

¢ CONTRACT PEROD. Era e oy Effective Period of Grant
extended in accordance with the terms and conditions of this confract. Renewal options {if any] .

&, DGN'_I'FIAE_-TGDG'I_'S: CONTRACTOR will be paid a maxmum of for costs authorized by this contract. Total Fundlng for Grant
Additional information regarding msls.ﬂ . . .,

o ATTACHMENT X O of Pz Sanr Tems and Constens. Attachments (binding details

ATTACHMENT C:

Any conflicts between Attachment A and other Attachments will be resolved in favor of Attachment A Of What Will be done and

. DOCUMENTS INCORPORATED INTO THIS CONTRACT BY REFERENCE BUT MOT ATTACHED: h . . 11 b d

a. All other governmental laws, regulations, or actions appScable to the goods and/or services authorized by this confract. OW ]_t W]_ e One)
b. Wah State Procurement Code, Procurement Rules, and Contractor's response to Bid # .

dated

HRDO T -

IN WITNESS WHEREQCF, the parties sign and cause this contract to be executed.
COMTRACTOR

STATE OF UTAH

Leonand bl

o= Signatures of Agreement &
T ——— Binding Oath

UDAF Contact Information




Attachment

“Boiler Plate” contains requirements

From the State of Utah for all contracts
grants, and agreements. Three Pages, 29
Statements regulating grant. Need to read!
Specifies payment times, grantee obligations
State of Utah obligations. Supersedes

all statements in the grant.

Talks about bonding and insurance which
UDAF on conservation grants does not
enforce.

Don’t turn your back on Attachment A






‘ Lk = ’ | | L =
AlTtacnment

1 Grant Program but Must Contain at Least

, Accomplished
ated Cost for

nated Completion Date

AENTS ARE MADE FRO

Isheet format)

atment Area(s)

on Map (identifies area to major road or landmark)

ap (aerial photo with treatments marked)

les or other GIS electronic files

NEPA / Cultural Resource Statements

 If Project Disturbs Ground or is on Federal Ground Need to Address

etter of Award

» Declaration of Conflict of Interest (see Attachment A statement 6)

* Other Documents as Program Requires

ach Item
HE SCOPE OF WORK (best if




- ALL Signatures ON
_ ALL
DOCUMENTS
MUST BE
ORIGINAL




YMENTS

(The reason for the grant)

APPLICATION REQUEST FOR PAYMENT P le a S e us e th e
/\( COLORADO RIVER BASIN SALINITY CONTROL PROGRAM
UDAF
Name of Applicant

BASIN STATES PROGRAM CONTRACT llApp lica tion Por Paymen t”

ContractAmount 5__ Dalalnspect bed:

The form is provide to speed up

The payment process. The form

Has rows to list items from the

“Scope of Work”. The form also

Has signature blocks to certify work
Is acceptable, completed, and finished.

participants in proportion to the extent which they confributed to the camying out of the identifiable unit, as shown below.

I certify that to mehesturlnylnmlengem bellef this application containg no duplication of payment under any state or
2

T o e s L e e UDAF works diligently to process
= Payments as quickly as we can.

Approval:
I certify that the identifable unit specified In the above application has been propeny carmed ouf, meets the standards and specification adopied
by MRCS and that the participants(s) ks {are) In compllance with provisions of the abave numbered contract

X Contract Completed (please circlex Yes Mo .

R D e et D s Femainng i Contact If you do not use the form read item 22 Attachment A:
“Payments are normally made within 30 days Following the date the order
is delivered or the date a correct invoice is Received, whichever is later.”




Final Report

(Why we give you money)

ires Final Reports for Work Done
ay be Held Until Final Report is Accepted
ins Text of What was Accomplished

inal Report Contains Treatment Maps

inal Report Contains GIS Electronic Files (Shapetiles,
L, or Work with UDAF Employees to Collect Digital

\ = Remember that the funds originate from the
- Legislature and they thrive on reports and data.

Remember, Don’t Ever Give Up.






Utah Department o
Attn: Mark Quilter
PO Box 146500

350 N Redwood Road
Salt Lake City, UT 84114-6500

(801) 538-9905


mailto:mcquilter@utah.gov

